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Office Administrator
mamta.370763@2freemail.com 

PROFESSIONAL EXPERIENCE IN ADMIN FUNCTIONS
Database Management

Employee Filing


Procurement


Office Correspondence

Calendar Management

MIS Reports
Travel Management


Office Inventory Management
Staff Support

Front Office Support


Switchboard handling


Customer Retention
Prosol InfoTech Pvt Ltd





 Jan 2016 – May 2017
Designated asOffice Administrator
Prosol InfoTech is an organization that specializes in managing time and labor for companies looking to accurately manage their workforce and the corresponding costs related to their people.

TLC Management –handled project for JW Marriott Aero city
July 2013 – Dec 2015
Designated as Team Leader
TLC Management – handled project for Taj Palace Hotels
Nov 2010– June 2013
Designated as Marketing Executive
TLC Management is a leading company for customer relationship management (CRM) initiatives for hotels in India and specializes in the outsourcing of customer loyalty programs like food and beverage membership sales, Booker and Frequent Traveller Programs.
ResponsibilitiesHandled
Office Correspondence

· Type documents, reports and correspondence

· Route important and confidential documents to right person.

· Take record of all Office Correspondence in softcopy as well as hard copy.

Database Management
· Update and maintain databases such as mailing lists, contact lists and client information.
· Retrieve information when requested.
· Update and maintain internal staff contact lists

· Co-ordinate and maintain staff administrative records such as staff parking, staff phones and company credit cards.
File Management
· Maintain office filing and storage systems.
· Monitor and oversee personnel files and documentation.
· Files documents and develops or modifies filing practices, including use of electronic rather than paper records.
Customer Retention
· Resolving incoming queries of customers related to products sold, terms & conditions, after sales services.

· Maintaining log of queries resolved and queries routed for higher management decision.

· Training and guiding Customer Support team to ensure customer satisfaction at all times.

· Ensure that all queries are resolved within the Turnaround Time.

Procurement

· Purchases printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices
· Provides supplies by identifying needs and ordering supplies in timely manner.
· Continuously look for vendors/suppliers to ensure best product is purchased at less cost.

· In charge of ordering various office supplies like Printing material, cartridge, Business cards, Stationary materials, furniture, IT material.

Calendar Management

· Co-ordinate and organize appointments and meetings.
· Maintain calendar for all meetings.

· Ensure that Calendar is updated all the time with timely information to concerned Managers.
MIS Reports

· Submit weekly reports to Manager.

· Reports submitted are Inventory Report, Supplier Payables Report, Expense Report, Staff count and Attendance report.

Travel Management

· Organize travel arrangements for staff.
· Ensure to have multiple travel agents to get better pricing and credit period.

· Handle travel arrangement from ticket booking, air-port pick up, hotel booking, and other related requirements.
Office Inventory Management

· Monitor and maintain office supplies.
· Ensure office equipment is properly maintained and serviced.
· Maintains department supplies and inventories. Tracks status, orders, purchases, and maintains or distributes supplies as needed.

· Keep Inventory of all office materials & equipment’s.

· Ensure that new equipment’s purchased are tagged and recorded in the system.

Staff Support

· Assist with event planning and implementation.
· Coordinates, organizes, and takes minutes of meetings, and supports other department activities and functions. 
· Schedules or obtains use of rooms and sets up rooms and equipment for use.

· Support staff in day-to-day coordination to help finish their task.

Front office Handling

· Answer phones and transfer to the appropriate staff member

· Take and distribute accurate messages

· Greet public and clients and direct them to the correct staff member

· Coordinate messenger and courier service

· Receive, sort and distribute incoming mail

· Monitor incoming emails and answer or forward as required

· Prepare outgoing mail for distribution

· Fax, scan and copy documents
EDUCATION
· Bachelor of Commerce from University of Delhi,India 2011
· Diploma in Aviation& Hospitality Management, Air Hostess Academy- Delhi, 2008
PERSONAL VITAE
Date of Birth

:
28 March 1988
Nationality

:
Indian

Visa Status

:
Visit Visa
Languages

:
English, Hindi

Marital Status

:
Married

Visa valid till

:
1 October 2017
